
 

 

1. Provide in-person customer service at the Parks and Recreation counter. 

2. Answer phone calls, answer questions and transfer calls to the appropriate person. 

3. Enter program registrations and process payments into our computer system through 

(mail, e-mail, fax and walk-in registrations.) 

4. Organize and file all household files in the central filing system. 

5. General office support for all Supervisors and Managers within the department as 

coordinated/OK’d by direct Supervisor. 

6. Utilizing Microsoft Office and RecTrac registration system on a daily basis.   

7. Assist the Camp Kota program with mailings to participants, grouping of participants and 

bus rosters. 

8. Assist the Playground and Trip Program with weekly rosters, t-shirt distribution and 

flyer/notifications. 

9. Assist the Summer Spectrum program by processing weekly rosters, 

transfers/cancellations, bus schedules. 

10. Assist inclusion services for all programs by printing rosters pertaining to medical and 

disability coding. 

11. Assist with the online subbing system for youth and family programs.     

 

13.  
14.  
15. Complete all other duties as assigned by Recreation Supervisor of Youth Programs and 

Office Assistant. 

1. Must be 18 years of age or older 

2. Must be available the entire season from beginning of May-end of August (Monday-

Friday) 

3. Must successfully pass a Criminal Background Check. 



 

4. Must have customer service experience. 

5. Must have strong computer skills and ability to learn new programs.   

 

1. One year of college and experience working in an office setting.   

2. Possess good communication skills, leadership and organizational skills. 

3. 
 

 


